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Comprehensive, Strengths-Based, User-Friendly
Report Writing

Developed

Learning Objectives

Learn the origin, contributing factors, and manifestations within
the school environment of selective mutism.

Explore methods and tools for assessment of selective mutism.

Learn a range of evidence-based strategies tailored to help
students with selective mutism engage more fully in the
educational environment.

Learn ways to promote social interactions, self-expression, and
confidence while also providing guidance to teachers and peers
on how to offer meaningful support.

Training Guidelines

To get the most out of this training, please take a moment to review the
following guidelines:

e Download all training materials

e Have pen and paper ready

e Learn, so that you can do!
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Learning Objectives

At the end of this webinar, participants will be able to:

Identify at least three reasons why comprehensive, strengths-based, and user-
friendly reports are a professional imperative

Demonstrate the ability to use a testing matrix to ensure that their testing
battery results in a comprehensive evaluation of each student

Describe how to use the Report Writing Style Guide to maximize report
readability and give four examples of appropriate capitalization usage in
reports

Provide three examples of how to highlight a student’s strengths in reports

Demonstrate the ability to self-evaluate their report writing to ensure that
reports are strengths-based and user-friendly
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Agenda

e Comprehensive Evaluations and Report Writing
- Using the Psyched Services Assessment Matrix

User-Friendly Report Writing
- Using the Psyched Services Report Writing Style Guide

Strengths-Based Evaluations and Report Writing
- Review of the Psyched Services Implementation Guide

Self-Assessment
- Using the Psyched Services Key Component Checklist

Tying it All Together
- Review of a Sample Report
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Comprehensive Evaluation

According to IDEA, schools must conduct comprehensive,
individualized evaluations when determining:

o whether a student meets eligibility under one of the
disability categories

e the student’s educational needs and the most appropriate
supports to best meet those needs
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Comprehensive Evaluation:
Individualization

The evaluation must be individualized. meaning that districts, school
psychology departments, and/or independent practitioners should not
merely use the same standard battery of tests for every student

(Reschly, 2000; Yell, 2019)

Individualized Assessment Decision-Making

Decisions about which assessment measures to utilize should be based

the reason for referral
parent/guardian’s input and concerns
the individual student’s characteristics, such as
developmental level
communication skills
language proficiency
strengths and challenge areas

learning and behavioral presentation

(Bateman, 2017; Yell, 2019)

Comprehensive Evaluation and
Report Writing

A comprehensive and individualized evaluation:

Includes every area of suspected need

Includes multiple sources of data using a variety of assessment tools
and procedures

Does not use a single score or measure in the decision-making
process about the student’s placement or services




Self-Reflection in Action

On a scale of 1 to 10, what is your tendency toward using the
same or similar batteries for most evaluations of the same
referral type?

What is an action step you can take to increase your
individualization with regard to test batteries?

Potential Action Steps to Increase
Individualization

Be self-aware of what preferences you have and why

Catalogue which assessments you have access to and what areas
they evaluate

Create (or obtain) a write-up of all potential tests you could use
so you don't have to recreate the wheel during crunch time

Upskill/seek PD on new or unfamiliar tests
Collaborate with peers

Be open to trying new measures/don’t get in a rut

PSYCHED
SERVICES
ASSESSMENT
MATRIX:

1/22/2024
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Covers 9 IDEA
Categories

Autism

ED

HI

1D

(e]]

OHI (ADHD)/OHI (Other)
SLD

TBI

\

e( ao
¥ ln,,erL‘h,

13

Psyched Services
Assessment Matrix

Covers 9 IDEA Categories

Autism (AUT)

Emaotional Disturbance (ED)
Hearing Impairment (HI)

Intellectual Disability (ID)

o dic Impairment {O1)

Other Health Impairment (OHI - ADHD)

Other Health Impairment (OHI - other)
Specific Learning Disobility (SLD)

Teaumatic Beain Injury (TBI)

Visual Impairment (VI)

*) l.:e:,xﬂx_:}r:v

Psyched Services
Assessment Matrix

Includes seven evaluation areas

Suspected | Review of | Professionals | lnterviews/ Rating Classroom | Assessment Direct
Disability Records to Include | Informal Scales | Observations | Observabions | Measures
Input
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Assessment Planning Caveats

For all students, consider possible language and cultural
implications, when relevant.

Evaluation of students should be completed in their primary
language when feasible, and communications with parents/families
(eg. interviews, rating scales) should also be completed in their
primary language when possible.

For all evaluation types, ensure that there is consideration of the
student’s individual strengths so that they can be included in the
report as well as leveraged in intervention planning.

el

Additional Points to Consider

Observations

Rating Scales

Standardized Academic Measures

Curriculum-Based Assessments/Curriculum-Based Measures

Multi-Tiered Systems of Support Data
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Reviewof | Professionals | Interviews/ Classroom | Assessmenl
Records to Include. Informol ales | Observations | Obssrvations

Suspected | Reviewof | Professionals | Interviews/ Claswoom | Assessment
Disobiity | Records | tolnclude | Informol Scoles | Obsarvations | Observotions
Input
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Suipected | Reviewsf | Profewionals | loterviems/ | Roting | Cloweoom
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Suspected Prafessionals | Interviews/ Classoom | Assessment
Disability Recor 16 Include Informal oles | Obiervations | Observations

Suipected | Reviewof | Professionals erviews/ Rating Classroom | Assessment
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Claisom | Assevismest
Obvervatioms | Obrervabiont

Suspected Professianals Assessment

Interviews/ Classroom
Disability 1o Include des | Observations | Observations

Suspected Review of | Professionals | Interviews/ Classroom | Assessment Direet
Disability Records. 10 Include Informal Observations | Observations | Measures
Input
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Self-Reflection in Action

Is there an area of evaluation, such as record review, interviews,
observations, rating scales, direct measures, etc. that you'd like to
focus on more in your evaluation planning process?

What is an action step you can take to increase your skills or
efficiency in that area?

Potential Action Steps in

Evaluation Planning

Record reviews: a checklist that delineates all records to access and a
Google Doc for taking notes

Interviews/informal data collection: checklists or informal
questionnaires in Google Docs

Observations: format for completing and summarizing observations

Rating scales and direct measures: evaluation planning sticky note
(that can be modified as the process unfolds) to mark off

¥ learndo

User-Friendly Report Writing

Is more than accurate and “legally defensible”
Should have high “readability” which means:

e Consistent writing style

e Correct grammar and spelling

e Same use of formatting throughout

¥ learndo
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PSYCHED
SERVICES
REPORT
WRITING

® ll-!!],[lL‘lill

Content Writing Style

e Audience and tone
e User-friendly and results-oriented

e Strengths-based and up-to-date language

1/22/2024
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Audience and Tone

« Consider the purpose of the
evaluation and report

«  Write for parents/families
and educators, not other
practitioners

* Keep in mind the
importance of these reports

® lr-:eruJu
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User-Friendly and Results-Oriented

Strive for brevity and simplicity

Minimize technical jargon

Provide context (real-world examples)
Provide background knowledge

Recommend practical strategies

Provide resources and implications to increase

meaningfulness

¥ learndo

Strengths-Based and Up-to-Date Language

Use inclusive, child-centered language
Use positive alternatives to deficit-based language

Focus on strengths in results and leverage them in
recommendations

Stay up to date with professional verbiage and labels

¥ learndo
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Use person-first language
Words are important| Our evaluations convey an important message: Many of the children we serve may have
disablities, but they are not defined by them It is important that we maintain the integrity of the whole child
Correct
@ Terroll has been diagnosed with a mental liness by a pediatrician

Incorrect (defines Terrell by his illness)
@  According to Terrell's doctor. Terrell s mentally i1l

Correct
@  Shay has had an amputation.
@ John has paraplegia.
@ Silvia has a Specific Learning Disability.

Incorrect
€ Shay is an amputee.
€ Johnisa paraplegic
€) Stivia is learning disabled

e (
vle ILU“JIJ

REFERRING TO PEOPLE

For comprehensive guidance on using unblased language. please see the Guidelines for Unblased
Language at wwwapastyle org

Use emotionally neutral expressions

Correct
@  Patsy experenced a stroke at 7 years of age
@ Ronald has multiple selerosis.

Incorract (has negative avertones ond suggests helplessness)

@ Pausyis a stroke victim
@ Ronald suffers from multiple sclerosia

¥ learndo

Self-Reflection in Action

Where do you fall on the continuum of writing reports for other
practitioners on the one hand, or for families/educators on the other?

What are some action steps you can take to improve the tone and user-
friendliness of your reports?

¥ learndo
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Potential Action Steps for Improving Tone

Ensure all verbiage is: Edit/improve verbiage that is:

Inclusive e Deficit-based

Student-centered e Technical jargon

Person first
Be sure to include:

Straightforward
Up to date e A focus on strengths

e Context (real-world examples)

e Practical strategies

MECHANICS OF WRITING

Abbreviations

Use common abbreviations, such os: Do Not abbreviate the following units of time:

C-section cosarean section second day
11 one-on-one minuts

b pounds hour

e ounces

(e} Intelligence quotient

¥ learndo

Acronyms
Write out In the first instance. use acronyms thereafter. f the term i3 only used once in the report. just spell out
the term without adding the acronym [n parentheses

Correct
Halale transitioned to the Monterey County Office of Education (MCOE).
@ The MCOE program's principal reported that Helsie came to school regularly last year,
@ John has a medical diagnosis of attention-deficit/hyperactivity disorder CADHD).
@ Johns mother reported that John struggled at school due to his ADHD.

Always spell out special education eligibilities (parents are not familiar with these acronyms)

Corract
@  Patsy is currently cligiblo for a Specific Learning Disability.

Incorrect
@ Pauy s currently eligible for SLD

¥ learndo
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Capitalize

Dr. Naglieri
Principal Jones

Child Find. Section 504

Austin High School

Algebra 11 World Geography

Prozac
Bookshare

Do Not Capitalize

research paychologist
principal

pre-referral team

a high school

math. history. inclusion class
fluoxetine

a reading intervention program

1/22/2024

LEGOs building blocks

Copitalize Do Not Capitalize

Spaech or Language Impalrment generalized anxiety
Specific Learning Disability major depresstve disorder

Autiem auttsmm spectrum disarder

Tourctte syndrome gestational diabetes

Positive Behavior Intervention Support  carebral palay

Zones of Regulation behavior Interventions

BASC-3 WISC-V positive reinforcement
soctal-emotional learning
atypleality

verbal comprehension
psycheoeducational evaluation
speech and language therapy
applied behavior analysis

Hyphenate phrases used as adjectives when they come before the teem they modify
Correct
@ word-by-word recitation
© to-be-recalied Hema
© all-ornone scenaro

Sometimes hyphenate words with prefixe:
DO NOT hyphenate most words with prefixes. Instead write as one word
Corres

® anisocial minisession roevaluation

@ biingual nonsignificant BOCIBCONOMIC
© coworkor overaggrosaive subtest

© eanscumicular posttest unbiased

© midicm pretest underappreciated

DO hyphenate words with preftxes f they could be misunderstood
Correct

® re-palr o pair again]
@ ro-form (1o form again)
@ ro-creats [to create again]

15
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DO hyphenate words with prefixes if they could be misunderstood

Correct
@ re-palr [to pair again]
@ re-form [to form again]

@ ro-croate {to creats again]

DO hyphenate words with profixes when the prefix ends and the base letters begin with the same vowel

Correct
@ meta-analysis

@ co-cccur

DO hyphenate words with prefixes when the base word is capitalized. is a number. or Is abbreviated
Correct
@ pro-American
@ rost-2018
@ pre-BASC

e( ao
¥ l»,JLrL‘Ju,,

Always hyphenate compound words with self, whether they are adjectives or nouns

Carrect
@ self-report questionnairs
@ the assessment was self-pacod
@ selt-oseom

Hyphenating numbers
DO Use an en dash for spans of time and estimates of time, distance. ot other quantities. unless the word

“from” or "stmilar” is used: then the word "to” should be spelied out rather than using a hyphen
Carrect
1-2 hours per day
@ 315-345pm
@ 1999-2016
@ trom 915101045

Do not hyphenate racial and ethnic group names
Carrect

@ Victoria is Asian American,
@ They are an Astan American family

U'[' ”.,' »[o]

Hyphenating ages and grades

DO Use hyphens when you use a person's age as an adjective or a noun
Correct
& The boy gross motor skills
@ The 6-year-old wore a purple shirt and was dreased appropriately for the weather,

DO NOT Use hyphens when you use a persons grade (ardinal number) as an adjective or a noun,
Correct
@ Jodi Is a 4% grade student
@ Jodi went outside with the rest of the 4" graders.

DO NOT Use hyphens when you state an age after the noun that describes it
Correct
@ Theboy 15 6 years old

16



Strengths-Based Evaluation and
Report Writing

Evaluation results should tell a story about the student that

is helpful for the student, their family, and their
educators/relevant service providers in meeting their individual

needs for educational, social, and/or community success.

e( ao
Q learn.do

Where in the report should strengths
be included?

THROUGHOUT the report, in as many sections as you
cag! Background

Observations
Report Body

Summary

Recommendations

¥ learndo
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1/22/2024

17



KEY COMPONENTS
CHECKLIST

s

Self-Reflection in Action

‘What has been your prior experience with self-evaluation and self-
rating tools?

‘What are some reasons why self-ratings might be scary, and what
are some reasons why they might be useful?

How can you use a process such as this checklist to support new
learning or engagement with new professional practices?

¥ learndo

Action Steps for Self-Evaluation

Pre-assess your competencies before a change in workflow or
processes to serve as a baseline

Self-assess on regularly scheduled intervals to identify any
professional “drift”

Provide a model of reflective practice to others

Use when seeking feedback or engaging in supervision or
performance reviews

Identify goal areas

Monitor progress

earn.do
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Sample Report: Reason for Referral

Psychoeducational Triennial Report

Confibmiil

Tock Kenk [Birthday T30
oo ST e[\ o

[Grade -

[Dates of Testing.  [112.4/13/2023
[Report Dste. 7R

Sample Report: Strengths-Focus

BACKGROUND INFORMATION

Sources: Parent interview, cunmilative records, special edwcation recorids

Clark is a 13-year-old African American student who lives with both parents and his sister.
Clark’s father is a teacher, and Clark’s mother is a lawyer. Clark also has two older sisters who
no longer live in the home. Clark likes to play basketball and video games. The family does
many activities together. Clark’s strengths are being loving and supportive. Clark is helpful and
giving; he does his best to encourage others and is very empathetic to how others feel

¥ learndo

Sample Report: Strengths-Focus

Potential Functional Implications

Cognitive Strengths:
o Clark may do well with remembering auditory information in a specific order.
® Clark is able to accurately decipher the individual sounds used to form words.

C.v},m!nu Areas of Need:

Clark may struggle with developing, selecting, evaluating, and w plans or strategies
to solve problems,
Clark may struggle with tasks that require him to understand relationships among
words, pictures, or ideas.
Cl.uL may struggle with focusing and resisting distractions.

Clark struggles to quickly pull information (e.g., numbers, letters, names, objects) from
long-term memory.

¥ learndo
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Sample Report: Strengths-Focus

Other Subjects
Clark’s current art grades are meeting grade-level expectations,

Potential Functional Implications

Academic Competencies:
» Clark has a good attitude toward school and shows a growth mindset at home.
®  Clark shows a strength in decoding and reading fluently.
«  Clark shows strong spelling skills.

Academic Areas of Need:
»  Clark struggles with showing appropriate learning and organizational behaviors.
®  Clark struggles with expressing himself in writing and answering questions about what
he has read.
« Clark struggles with basic math facts and word problems.

® lr-:eruJu

Sample Report: Strengths-Focus

Potential Functional Implications
Social /Emotional/Behavioral Strengths:
& Clark is loving, caring, and sweet
s Clark is helpful and supportive to othees.
® Clark is very social and knows a lotof people on campus.
*  Clark deseribed himself as having a good sense of thythm.

Sacial/ Emotional / Behavioral Arcas of Need
o Clark stry les to remain calm and seated in the classroom and has a history of cloping
fropy the classroom,
Clark has difficulty focusing his attention on work and not getting distracted by peers or
things going on outside the classroom
Clark often engages in a threatening and aggressive manner toward poers, which leads
peers to avoid him
Clark experiences a high level of social anxiety, gencralized anxiety, obsessions and
ind physical symptoms of anxiety
lems related to depression, as well asa
negative mood and interpersonal problems

Sample Report: Strengths-Focus

Potential Functional Implications
Adaptive Strengths:
& Clark has well-developed gross motor coordination and enjoys physical activity, such as
playing basketball.
& Clark has well-developed fine motor coordination and is able to complete tasks such as
writing and arts-and-crafts projects.
e Clark is able to independently navigate his day at school.

Adaptive Areas of Need

e At home, Clark is often careless with belongings and needs to be reminded to comple
basic hygiene tasks.

¥ learndo
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Sample Report Summary

Clark‘s home lan, s English. Clark's listening comprehension skills were age n; cal. His
oral expression skills were lower than expected when compared to same-age p

testing indicated strengths in Clark’s ability to remember auditory. information lur

period of time and understand the parts of words, Clark has difficulty with tasks that involve
developing, selecting, evaluating, and tising plans to solve problems; understanding
relationships among words, pictures, or ideas; focusing, and resisting distractions; and pulling
information from long-term memory. Clark performed best with academic tests involving basic
reading, reading fluency, and spelling and had difficulty in the arcas of math problem-solving,
math caleulation, reading comprehension, and written expression when compared to same-age
peers.

Regarding social, emotional, and behavioral devels t, Clark’s strengths in being loving,
caring, sweet, helpful, ; ; al o e can be used to support
learning, significant  difficultics * with hyperactivity, impulsivity, disteactibility

inattention, aggression, and peer rclationships scem to lead him to expericnce feclings of
anxiety and depression, Clagk’s adaptive skills were noted as age-appropriate in the areas of
daily living ekills at school and motor skills, Clark continues to need reminders to take care of
his belongings and perform hygiene tasks at home.

e( ac
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Strength-Based Verbiage:
Recommendations/Intervention Planning

Provide Clark with opportunities to practice social skills, ‘build positive peer
relationships, and manage emotions by:
Providing Clark with social skills training in how to make and maintain friends.
Facilitating peer interactions during recess, unstructured settings, and transitions
with support and intervention at the onset of peer conflict. Intervention should
include exp! modeling of how to resolve the conflict and prompts for Clark to
practice the modeled response. Clark should be provided with positive feedback
and reinforcement when attempts are made to perform the behavior,
Teaching Clark to understand and practice boundaries and personal space by
providing direct instruction, modeling boundaries, facilitating practice in varied
social scenarios, and reminding Clark of expectations related to personal s

¥ learndo

Strength-Based Verbiage:
Recommendations/Intervention Planning

mplemenit strategics designed (o dccommodate for Clark s high need 107 acivity, suc
as:

Offer ideas and opportunitics for Clark to engage in movement that is minimally
distracting to peers. This could include using a wiggle chair, permitting standing
or pacing in the back of the room, using rubber bands as fidgets, or permitting
drawing or doodling during lectures,

Assign structured breaks for movement within the classroom. Examples include
prompting Clark to completc a few problems at a time, then bring theny to the
teacher fo review, or assigning “class-helper” chores, such as sharpening pencils,

throwing away trash, o handing out papers
Minimize visual and auditory distractions in the classroom. This may look like
ardboard desktop partition, providir canceling headphones, or
1 a quiet workspace in the comner of the d
Provide proximity control and close monitoring of peer interactions.
Break lengihy assignments inta sharter segments.

¥ learndo
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Self-Reflection in Action

How much do you focus on strengths in your
reports?

What are some action steps you can take to
enhance strengths-based report writing?

ol
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Action Steps for Strengths-Based
Report Writing

Add 2-3 positive qualities of the student within the first sentence in
the reason for referral

Ensure positive qualities are included in the background,
observations, body of the report, summary, and recommendations

Reframe negative, deficit-based verbiage
Consider deficits or weaknesses as areas of growth

Leverage the student’s individual strengths in intervention planning

rn.do

Conclusion

Now that you have completed this session, you should be able to:

Identify at least three reasons why comprehensive, strengths-based, and user-
friendly reports are a professional imperative

Demonstrate the ability to use a testing matrix to ensure that your testing battery
results in a comprehensive evaluation of each student

Describe how to use the Report Writing Style Guide to maximize report
readability, and give four examples of appropriate capitalization usage in reports

Provide three examples of how to highlight a student’s strengths in reports

Demonstrate the ability to self-evaluate your report writing to ensure that reports
are strengths-based and user-friendly

fiR.c0
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Next Steps: What is Your Action Plan?

Use the assessment matrix to plan comprehensive testing batteries

Increase individualization within your testing batteries

Implement a new procedure to increase efficiency (ie. record review checklist)
Use the Style Guide when writing and/or proofreading reports

Engage in report writing practices designed to improve tone and increase use of
strengths-based verbiage

Engage in a process of self-evaluation to continually enhance your school
psychology skills and practices
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THANK YOU
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